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REP300-AP Accounts Payable Reports 
 

Course Overview 
This course covers the GEARS reports that support Accounts Payable.  The course includes an explanation of the report and how it is 

used, the navigation to the report in the GEARS System, the Run Control Record that is used to initiate the report as well as a sample 

of the output of the report. 
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APY 1010  Voucher Register Report 

 
Explanation: This report lists vouchers by business unit, date entered, and Voucher ID.  
 
Navigation:  Accounts Payable / Reports / Vouchers / Voucher Register 
 
Run Control: 
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Sample Report Output: 
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APY 1011  Control Group Register Report 
 
Explanation: This report lists vouchers entered into PeopleSoft Payables by business unit, control group ID, date 

entered, and voucher ID. For each Business Unit and Control Group ID combination, the report lists all the 
vouchers that meet these criteria by their Date Entered. For each Voucher, the report lists Voucher 
Header Information, Voucher Line Information, and Distribution Line Information.  

 
Navigation:  Accounts Payable / Reports / Vouchers / Control Group Register 

 
Run Control: 
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Sample Report Output: 
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APY 1020  Posted Voucher Listing Report 
 
Explanation: This report lists all posted vouchers for a given business unit and date range. For each Voucher ID, the 

report lists Document Type, Document Date, Document Sequence, Ledger, Accounting Date, Application 
Journal, Dist Type, Vchr Line, Dist Line, GL Unit, Account, Dept, Product, Project, Debit Amount, Credit 
Amount, Currency Code, and Unpost Seq#.  

 
Navigation:  Accounts Payable / Reports / Vouchers / Posted Voucher 
 
Run Control: 
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Sample Report Output: 
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APY1090  Match Exception Report 
 
Explanation:              This report lists the match exceptions with voucher data, purchase order data, receiver data, and match 

error information. For each Buyer Name, the report lists Voucher Data (Unit, Voucher, Line Vchr Qty, 
Vchr Price, Vchr Amt); Purchase Order Data (Unit, PO ID, Line, Sched, PO Qty, PO Price, PO Amt); Receiver 
Data (Unit, Recv ID, Line, Seq); and Match Error information (Match Control ID, Match Rule).  

 
Navigation: Accounts Payable / Reports / Vouchers / Match Exceptions / Match Exceptions 
 
Run Control: 
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Sample Report Output: 
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APY1104  Voucher/Adjustment Voucher Cross-Reference Report 

 
Explanation:               This report lists vouchers and their associated debit memo adjustment vouchers.   

 
Navigation: Accounts Payable /  Reports, / Debit Memos / Voucher & Debit Memo Cross Ref / Voucher & Debit Memo Cross 

Reference 

 
Run Control: 
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Sample Report Output: 
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APY1400  Summary AP/GL Open Liability Account Reconciliation Report 
 
Explanation: This report compares the AP Open Liability balance to the GL Open Liability balance.  
 
Navigation:  Accounts Payable / Reports / Voucher Reconciliation / 
    Open Liability Reconciliation 
 
Run Control: 
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Sample Report Output: 
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APY2000   Detailed (Summary) Payment History by Vendor Report 

 
Explanation:               This report provides a register of payments for a vendor.  It uses the Print Options radio buttons 

on the Payment History by Vendor page to generate either a Detail, or a Summary version of this 
report.     

 
Navigation: Accounts Payable /  Reports /  Vendor /  Payment History by Vendor /  Payment History by 

Vendor 
 
Run Control: 
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Sample Report Output: 
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APY2001   Detailed (Summary) Check Register  
 
Explanation:                This report compares the AP Open Liability balance to the GL Open Liability balance.  It uses the 

Print Options radio buttons on the Payment Register by Payment page to generate either a Detail, 
or a Summary version of this report.   The title is based on the payment method. For example, 
Detailed Check Register, Detailed EFT Register, etc.    

 
Navigation: Accounts Payable /  Reports /  Payments /  Payment History by Payment /  Payment History by 

Payment 
 
Run Control: 
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Sample Report Output: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

  



 
Training Guide 
Accounts Payable Reports 

   

20 
 

APY2030   Detailed (Summary) Check Register 

 
Explanation:                This report provides a printable summary of payments by bank account, after payment selection 

and creation, but before you print checks or create EFT or ACH files.     

 
Navigation:   Accounts Payable / Reports /  Payments / Trial Register / Register 

 
Run Control: 
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Sample Report Output: 
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APY 3020  Outstanding Balance by Vendor Report 
 
Explanation: This report lists the gross amount of all the outstanding vouchers for the specified vendor.  
 
Navigation:  Accounts Payable / Reports / Vendor / Vendor Balance 
 
Run Control: 

 



 
Training Guide 
Accounts Payable Reports 

   

23 
 

 
Sample Report Output: 
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APY 3215  Duplicate Vendors Report 
 
Explanation: This report shows potential duplicate vendors. These vendors may share duplicate TINs, withholding 

names, withholding addresses, vendor names, vendor short names, or vendor addresses, depending on 
your search criteria.  

 
Navigation:  Vendors / Vendor Information / Maintain / Duplicate Vendor Report / Duplicate Vendor Request 
 
Run Control: 
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Sample Report Output: 
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Course Summary 

Congratulations! 

 

You have successfully completed the REP300-AP Reports course. In this course, you have learned how to: 

 Generate and review various Accounts Payable Reports 

We hope that you found this class informative, interactive, and fun. Check out other GEARS training courses, available on the GEARS website at 

http://courtnet/gears/index.html (http://courtnet/gears/index.html). 

We are always looking for opportunities to improve our courses. If you have ideas on improving this course please share your feedback by sending 

us an email at gearstraining@mdcourts.gov (mailto:gears@mdcourts.gov). 

 

http://courtnet/gears/index.html
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